3/28/2005
JOB AID

RECRUIT & SELECTION PROCESS
DELEGATED EXAMINING UNIT (DEU) CASE SAMPLE

(including Special Pay and Job Code/Position Number Request subprocesses)

1. HR SPECIALIST

a. HR Specialist initiates RECRUITMENT & SELECTION action input sheet.

DHESMATIONAL INSTITJTES OF HEALTH

0 ? Office of
/ Human Resources

Parners in Science

HRA/Rep Checks (EHRP) Request

TRANSACTION INFORMATION * Required fields

WITS # A0O's Email Address* Action Type* Cate Recv'd in HR* Date Entered
4491 sp47e@nih.gaw . Recruitment iSelection 9:2005 02/09/2005 12:093:58

Administrative Code* Institute/Centex Nrnanizat ' Proposed Effective Date*

Priority Action Status Code Action Status
Active in HR

HR Assistant* FParter, Sharon M| HR Specialist® FParter, Sharon - HR SPA* Parter, Sharan -
Date initiated'Sent [N Dae niiaedsent [N

Date Returned to 10 Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION

Employee ID First Name Last Name Email Address

MI
Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

Boogst —————————Jos — flowr_Jos <Jf -]
Position Number _ Job Code _ CAN _
TK Number _ Base Salary _ Total Salary _

NEW POSITION INFORMATIO N (Complete for any action where the Position Tile, Series or Grade has changed, e.d. Career Change.)

New Pay New New New New Pay New Pay
Plan Series Grade Step Band Cluster

New Position Title

New TK Number New Base Salary New T otal Salary

nambor | NG ] ]
Number New Job Code New CAN

ORIENTATION INFORMATION

P CSD Orientation Orientation Contact
Orientation Contact Phone Number

Fingerprints . . .
‘ Orientation Location _

Required

COMMENTS

Comments/Status




b. HR Specialist selects “Submit to Subprocess” and clicks on d?’ to end the “Initiate
Action” process and retrieve the “Recruitment & Selection” input sheet.

ISuI:umit ko Subprocess j C{S
]

An automatic email notice that the Recruit & Selection action has been received in HR is sent
to the addressee(s) shown in the AO’s Email Address field of the input sheet, for example:

B WiTS - Receipt of Action - Recruitment /Selection - Message (HTML) - IEllil

File Edit  Wiew Insert  Format  Tools  Actions  Help

ety | CReply to il G rguX+-v-s0f

From: spd7e@mnib. gov Sent:  Wed 20902005 12:28 PM
To: sp47e@nib, gov
e spd7e@nib,gov; spdTe@nih, gov

Subject:  WIT3S - Feeceipk of Action - Recruitment fSelection

B
Your action #4491, HMAMS, OHE, has been recetved in the Human Eesources Office. You will be notified if
additional information 18 needed to proceed. You will also be notified when the action has been completed.

Ifyou'd like more information on the Wortkdflow information Tracking Systems (WiTS), please refer to the Office of
Human Eesource's e-HE web site at: http:ffehr.od.njh.govfwitsfdefatﬂt.html

HR Specialist receives e-mail or WiTS pop-up window notification that a new workitem has
been received.

e
’\\s(@@ M ew warkltem has armved|

Process iz Recit & Selection Process
Bictivity iz HR Specialist Announces Jobdlszues Cert
Imitiator iz Parter

Title iz HR Specialist

Organizational Unit iz HRC-Betheszda

| Index: 2 | Total: 2

O | m|w| %W(&B] x|




c. HR Specialist opens Recruit & Selection action to retrieve the two-page input sheet. From
Page 1, click on 2 to open Page 2.

k] e F G P o G

DHHE/MATIOMAL INSTITUTEE OF HEALTH

0 Office of
/ ITuman Resources

Partrecs in 3cience

HR Specialist Announces Jobllssues Cert/Sele

TRANSACTION INFORMATION * Required fields

WITS # A0's Email Address* Action Type* Date SF-52 Recv'd  Date Entered
4491 sp4Te@nih.oon Recruitment /Selection - || ozi08iz005

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

Priority Action Status Code Action Status

HR Assistant* Porter, Sharon b | HR Specialist* Farter, Sharan HR SPA* Forter, Sharon -
Date Initiated /Sent  Qelkheliv=g beRerpts Date Initiated/Sent
Date Returned to 10 Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
Employee 1D First Name M L ast Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster
Biologist | B

Position Number Job Code CAN

THK Number Base Salary Total Salary
Certificate Type* Jane Frank

NEW POSITION INFORMATIONComplete for any action where the Position Title, Series or Grade has changed, e.g. Career Change)

New Pay New New New MNew Pay New Pay
Plan Series Grade Step Band Cluster

New Position
Number Mew .Job Code New CAN
New TK Number New Base Salary New Total Salary

ORIENTATION INFORMATION
Orientation

New Position Title

Orentation Contact
Phone Number

CSD Orientation
Contact
Ornentaton Date Duty Station

Fingerprints
Re(:uirreu j Orientation Location

Hire Type

COMMENTS
Comments/Status




d. On Page 2, HR Specialist completes the relevant pre-announcement data fields in the
Recruit & Selection section of the input sheet.

e. WNTS transaction number on your corresponding hardcopy case file.

A Y2e)) 8 g T e S
SMAFONAL INSTITUTES OF HEALTH

0 Office of
/ Human Resourees

Fartrers in Sciance

* Required fields

Advertise Job* S Readvertise Job

Ann Number DEU Cert Number
Date Ann Opened Date DEU Cernt Reqstid
Date Ann Closed DEU Request Number
Multidisciplinary Pos. Date DEU Cert Issued

# of Positions Advertised* Date DEU to Select. Official
Date to Select. Official DEU Selection Date
Selection Date Date DEU Cert Ret'd

Date Selection Rec'd in HR DEU Cancellation Date
Type of Selection Cancellation Date

Selection Type Date OH Cert Issued

Joh Offer Date EOD Date
Job Oiffer Response Date NIH 2028 Req. for Trawvel

SF-75 Info Required Date of HR Auth. of 2028

Date SF-75 Info Reqst'd Date Pre-Recruit Form Rov'd
Date SF-75 Info Rec'd Special Salary Rate

NTE Date Priority Placement

Date Pre-Recruit Form Sent w

f. Click “Partially Save” Ea’ button to save this partial information to the report database
and close the work item.

a Recruit & Selection Process - o Specialist Announces Job/Issues Cert/Selection Rec'd - Microsofl

E‘i B¢ 2|0 0 || & x
Recruit and Selection
P g PTG




When vacancy announcement is posted, HR Specialist opens Recruit & Selection action to
retrieve and update page 2 of the input sheet. From Page 1, click on > to open Page 2.

IMPORTANT: If not already enabled, immediately click on the “Enable Editing”
button, making sure that the button is selected as shown in screenshot number 8 below.

HR Specialist updates input sheet by completing the relevant vacancy announcement data
fields.

ISendtDHRAI jd&@ﬂn E|c¢' @|°° ‘Eﬁ@)‘(

Recruit and Selection | [ 32PN
G duMane g ¥ e g

RECRUIT AND SELECTION “ Required fields
Advertise Job* B Readvertise Job

Ann Number HHS/MIH-2005-8888 DEU Cert Number

Date Ann Opened 021112004 Dae DEU Cernt Reqst'd

Date Ann Closed 0252812004 DEU Request Number

Multidisciplinary Pos. Da'a DEU Cert Issued

# of Positions Advertiseu* pate DEU to Select. Officia
Date to Select. Official DEU Selection Date
Selection Date Date DEU Cert Ret'd

Date Selection Rec'd in HR DEU Cancellation Date
Type of Selection Cancellation Date

Selection Type Date QH Cert Issued

Job Offer Date EOD Date
Joh Offer Response Date NIH 2028 Req. for Travel
SF-75 Info Required Date of HR Auth. of 2028

Date SF-75 Info Reqst'd Date Pre-Recruit Form Rov'd  gueiiieisiis

Date SF-75 Info Rec'd Special Sdary Rate
NTE Date Priority Placement
Date Pre-Recruit Form Sent  QikFiuigiliis

E

Click “Partially Save”
and close the work item.

button to save this partial information to the report database

a Recruit & Selection Process - 4R Sp=cialist Announces Job/Issues Cert/Selection Rec'd - Microsoll

ISendtDHR.ﬁ.l jn E|C¢ @'|° °|”E§ X

Recruit and Selection Iﬂ'—
g P o G




3. a. When certificate is issued, HR Specialist opens Recruit & Selection action to retrieve and
update page 2 of the input sheet. From Page 1, click on > to open Page 2.

IMPORTANT: If not already enabled, immediately click on the “Enable Editing” Eh
button, making sure that the button is selected as shown in screenshot below.

b. Update input sheet by completing relevant DEU certificate data fields.

[send to HRA
1

Recruit and Selection

A 4] 22 Q’{%ﬂ &, @:’_@W Vo &

0 Office of
/ Human Resourees

Fartrers in Sciance

RECRUIT AND SELECTION * Required fields
Advertise Jobh* Readvertise Job

Ann Number HHEMIH-2005-8888 DEU Cert Number HHS/MIH-2005-8828-DE-1
Date Ann Opened 021172008 Date DEU Cert Reqst'd 03/04/20048

Date Ann Closed 02r28i2005 DEU Request Number 101

Multidisciplinary Pos. m Date DEU Cert Issued 0370472005

# of Positions Advertised® 1 Date DEU to Select. Officia  [USHLTAIIL

Date to Select. Official DEU Selection Date

Selection Date Date DEU Cert Ret'd

Date Selection Rec'd in HR DEU Cancellation Date
Type of Selection Cancellation Date

Selection Type Date QH Cert Issued
Job Offer Date EOD Date
Job Offer Response Date NIH 2028 Req. for Trawvel 1

SF.75 Info Required I Date of HR Auth. of 2028
Date SF-75 Info Reqst'd Date Pre-Recruit Form Rev'd il

Date SF-75 Info Rec'd Special Salary Rate 1

NTE Date Priority Placement ‘

Date Pre-Recruit Form Sent  RFsREsia

&

c. Click “Partially Save”
and close the workitem.

button to save this partial information to the report database

a Recruit & Selection Process - AR Sporialist Announces Job/Issues Cert/Selection Rec'd - Microsof!

ISendtDHRF'.I jm E|C¢' @|° 0|HE@ X
Recruit and Seleckion Iﬂ'_
PP ST G




4. a. When certificate is returned by selecting official, job offer is made, special pay is
determined, and EOD is set, HR Specialist opens Recruit & Selection action to retrieve

and update the two-page input sheet.
(NOTE: These activites may need to be entered at different times to accurately reflect current status. If
S0, repeat steps 10-12 above and update the relevant data fields as often as necessary.)

IMPORTANT: If not already enabled, immediately click on the “Enable Editing” v
button, making sure that the button is selected as shown in 3.a. above. This is particularly
important for older actions initiated before 11/4/04.

On Page 1, complete data fields as appropriate for the type of action. This is an example
of a selection that results in a new career-conditional appointment under DEU
procedures.

DHHS/MATIONAL INSTITUTES OF HEALTH o
HR Specialist Announces Jobllssues CertiSele

0 Office of
/ I Tuman Resources

Partriers in Science

TRANSACTION INFORMATION * Required fields
WITS # AO's Email Address* Action Type* Date SF-52 Recw'd  Date Entered

44391 spdTe@nih.gov Recruitment iSelection - || nzinarzoos
Administrative Code* Institute/Center Organization Initials Proposed Effective Date*

Priority Action Status Code Action Status
Active in HR:

HR Assistant* Parter, Sharan M | HR Specialist* FPaorter, Sharan - HR SPA* Farter, Sharaon -
Date Initiated [Sent pate nmiaedrsent [[NNEGEGEEE
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPLOYEE/POSITION INFORMATION
Employee 1D First Name Mi L ast Name
F

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster

position Number [N ov coce ] CAN saggg88s
TH Number 11111 Base Salary 43604 Total Salary |[ElEEE
Contcas e NN i

NEW POSITION INFORMATION (Complete for any action where the Position Title, Series or Grade has changed, e.g. Career Change.)

o < New Pay New New New New Pay New Pay
N Posit Titl
ewHosition Title Plan Series Grade Step Band Cluster

New Position

New TK Number New Base Salary New T otal Salary

ORIENTATION INFORMATION

A= F CSD Orientation _ Orientation Contact e
0n_mtatmn u e Sharon Porter ek ] 301-594-1462
Orientaton Date 05/02i2005 Duty Station Bethesda, MD Hire Type [RCL
Fingerprints . ) ) Bethesda, MD
Required u Orientation L ocati oneliifl=tliEN

COMMENTS

Comments/Status




b. From Page 1, click on [ to open and complete relevant DEU certificate and selection

data fields on Page 2.

c. Partially save.

ﬁ@@llﬂa@?@ﬂﬁ“&"sw"@

DHHS/MATIOMAL INSTITUTES OF HEALTH

OHT

RECRUIT AND SELECTION

Office of

uman Resourecs

Fariners in Scisnce

Advertise Job*

Ann Number

Date Ann Opened

Date Ann Closed
Multidisciplinary Pos.

# of Positions Advertised*
Date to Select. Official
Selection Date

Date Selection Rec'd 2« HR
Type of Selection
Selection Type

Joh Offer Date

Joh Offer Response L.ote
SF -75 Info Required

Date SF-75 Info Reqst'd
Date SF-75 Info Rec'd
NTE Date

Date Pre-Recruit Form Sent

HHS/MIH-2005-8888

02r1/2005

02/28/2005

Competitive

CareenCaraeer Cond Appt

04/07/2005

01/11/2005

Readvertise Job

DEU Cert Number

Date DEU Cert Reqgst'd
DEU Request Number
Date DEU Cert Issued

Date DEU to Select. Official
DEU Selection Date

Date DEU Cert Ret'd

DEU Cancellation Date
Cancellation Date

Date QH Cert Issuetl

EOD Date

NIH 2028 Req. for Trawel
Date of HR Auth. of 2028
Date Pre-Recruit Form Rov'd
Special Saary Rate

Prionty Placement

* Required fields

HHS/MIH-2005-2888-DE-1

0zr04i2005

101

0zr04i2005

030452005

0410772005

020942005

d. HR Specialist determines whether special pay process is necessary and follows either step
“a” or step “b” below:

a.

OR

b.

If the case does not involve one or more special pays—ATM, 3Rs, PSP, and/or

PCA—skip the “Proceed to Pay Process” and go to step 17 to initiate a Job
Code/Position Number Request.

If the case does involve one or more special pays—ATM, 3Rs, PSP, and/or

PCA—HR Specialist selects “Proceed to Pay Process” and clicks on C{!) to retrieve
the Pay input sheet as shown in the ATM example below.

IF‘ru:u:eeu:I Lo Pay Process j C—S
]



From Page 1, click on [ to open and complete relevant Pay data fields on Page 2.

ISuI:umit | jf&@“j E|C&@|° °|”E@><

o rﬂ A PP LY > 8

0 Oftice of
/ Human Resources

Farfrers in 3cience

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(percent)

Hew Total
Compensation

.ﬂn‘nu_ﬂ of Increase Date to SPT
(dolar)
Date Retumed

From SPT

Total Compensation
?f{';,}i"‘e S | ATMStep Date ATMInkiated  [LLLEA

ATMApprovesd Ld| Date ATM Approved UEREFII

Retention B onus
NTE Date
Retention B onus
Approval Date
Recruitment Bonus
Approval Date
Relocation Allow
Approval Date

Date to HCC

3Rs

=)

| Retention Bonus Amt

Retention Bonus
Approved
Recrutment Bonus
Approved
Relocation Allow
Approved

Date Retumed From
HR Director

Hew Retention
Bomus
Recruitment Bonus
Amt

Relocation
Allowance Amt

Dateto HR Director

DateRetumned From
HCC

Physician Special
Pay*

PSP Start Date

E
=

hl| Scarce Specialty Amt Geo Location Pay

PSP Stop Date Length of Service

Executive Position Exceptional Quals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

=)

PCA* hd| PCA Start Date PCA Stop Date

Hew Physician Comp
Allowance

PCA Approved

PCA Annual Amt

Mission Specific
Allowance

PCA Contract Length

min

PCA Approval Date

HR Specialist selects “Submit” and clicks on Cit’ to return the action back to the
Recruit & Selection process in the HR Specialist’s worklist.

[ subrrit | =] C?)




e.

HR Specialist immediately opens Recruit & Selection action to retrieve the two-page input
sheet and completes page 2 as necessary.

ISendtoHRA j%l})‘lj E|C¢ @‘o °H‘E’h@x

Recruit and Selection | [ JcPn

5 HE @S T > 3

DHHS/MATIONAL INSTITUTES OF HEALTH

(9 Office of
/ Human Resourees

Fartriers in Sciance

RECRUIT AND SELECTION * Required fields
Advertise Job* Readvertise Job

Ann Number HHSMIH-2005-8888 DEU Cert Number HHSINIH-2005-88588-DE-1
Date Ann Opened 02152005 Date DEU Cert Reqgst'd 030452005

Date Ann Closed Q0212812005 DEU Request Number 101

Multidisciplinary Pos. Date DEU Cert Issued 030472005

# of Positions Advertised* Date DEU to Select. Official 0304/2005

Date to Select. Official DEU Selection Date 040652005
Selection Date Date DEU Cert Ret'd 0472004

Date Selection Rec'd in HR DEU Cancellation Date

Type of Selection iti Cancellation D ate

Selection Type Date QH Cert Issued
Job Offer Date EOD Date

Job Offer Response Date 0411 B2006 - NIH 2028 Req. for Travel

SF-75 Info Required m Date of HR. Auth. of 2028
Date SF-75 Info Reqst'd Date Pre-Recruit Form Rev'd  Eueingslenhit

Date SF-75 Info Rec"d Special Saary Rate
NTE Date Priority Placement
Date Pre-Recruit Form Sent  gUARRE L]




f.

a). HR Specialist initiates JOB CODE/POSITION NUMBER (JCPN) REQUEST action

input sheet.

b). Click on JCPN tab. ((NOTE: The JC/PN activity may be initiated individually and at any time in the

Recruit & Selection process—this example requests both JC and PN at same time once selectee is
determined).

By clicking on JCPN tab, a new JCPN form will open. The Job Code and/or Position Number sections of
the form open after choosing the “Request Type”: JC (opens only the Job Code Section); PN (opens only
the Position Number Section), JC/PN (opens both the Job Code and Position Number sections) to be
completed for each request.

|send to HRA

]
Recruit and Selechg

/ &y (A
warkfiow information Erackisg systess N o Capts Sy
83

Request Section- (7o be completed by the CS8D Branches) WITS # |4491
Reason for Request: IRecruitment:’Seledion Request Type:*
Requestor's Mame: I IC/CS0 Branch: IOD,IEI

FPhone Mumber: I Fax NMumber: I 1C Request:®
Employes Mame: IThomaS, Patricia F Employee ID: I

Proposed Effective Date: IDS,-"DUZDDS ™| CRADA Positions: Mo =

. Date Sent to Branch l_
Branch PM Reviewer I PM Reviewer

Position Management Team Section- (7o be completed by the Position Management Team)

PM Team [ssuer I # of Submissions to PM Team ID

Comments

Comments

L |




c). HR Specialist enters Job Code and/or Position Number request information as appropriate.
This is an example of a combined Job Code and Position Number request.

'y Job Code/Position Number Request For !
.. Job Cc nsitic ) juest Form ’
j o

ek nfirmalhon Tratking syites

Request Section- (7o be completed by the CSD Branches) WITS # |4491

request Type:

IJC,-"PN hd

1C Request:* PM Reguest:*

Reason for Request: |Recruitment,¥89ledi0n

Reguestor's Mame: l— 1CfCSD Branch: IOD,JEI—
Phone Number: W Fax Mumber: IW
Employee Mame: lm Employee I0: l—
Proposed Effective Date: IW F CRADA Positions: Mo =

Date Sent to Branch [
Branch PM Reviewer PM Reviewer

Job Code Information Section- (7o be completed by the CSD Branches)

Job Code Mumber |D12345 Pay Basis (PAPD/PH) Fa -
Occupational Series(4-digit code) |D4D1 Functional Classification Category |11 - Fesearch j

Official Position Title Description IBiD|DgiSt Pay Plan GE -

Manager Level (Supervisory Level) |8—N0nsuper\xisory j Special Pay Table (if applicable) I
FLS& Status IExempt 'l Salary Grade 09 -

Position Information Section- (7o be completed by the CSD Branches)

Position Mumber |98?65432 FullfPart-Time/Intermittent IFuII—Time 'l
?nglmal Supervisar Position Mumber (Reports  [oarmsg Regular Shift (if applicable) |—
|8

Mame and Title of Official Supervisor IKen Ferr, Laboratory Chief Standard Hours (Per Wesk) 0

Position Occupied (Competitive/Excepted) ICompetitive VI Sg[jnr?ye)nsatlon Freguency (Annual, Daily, Annual *
Comp Level Code (3 Digit Code) 911 Bargaining Unit ISSBB 'I

Date Position Classified IUEJD?IQUUS — Union Code (if applicable) I
Department (Admin Code) IHNAM4 Target Grade of Position 1=

Location Code/Position Location |24D130031 -Bethesda j Functional Sensitivity Code IN—NDn—CDmputer -

RegularfTempaorary (Position) IReguIar - Job Sensitivity Code |1 Maonsensitive 'l
Exempt Type IB,-"CTerror -

Position Management Team Section- (7o be completed by the Position Management Teamt)

PM Team Issuer # of Submissions to PM Team ID

Date Sent to PM Team Date Completed By PM Team I

Date Sent to PM Team l— Date Returned From PM Team l—
Assistant Assistant

Created new job code

Job Code Mumber Job Code Decision Incomplete request - return to requestor for correctionfinfarmation
Reviewed position record - no request/action necessany

Modified position nurmber

Position Mumber Position Mumber Decision Created new position number

Inactvated position number

KNS 3 QKA

Comments

=
E

Comments




d). HR Specialist selects “Initiate JC/PN Request” and clicks on C?? to forward the action to
the Branch Position Management Reviewer’s worklist.

|Initiate JC/PH Request ¥ | C{'}

2. BRANCH PM (POSITION MANAGEMENT) REVIEWER

2. The HR Specialist, who has been designated as the Branch’s PM (Position Management)
Reviewer retrieves the action.
a. Opens the JCPN action to retrieve.
b. Reviews it for accuracy and completeness.

A Reqlﬁast for Job Code / Position Number - Branch Position Management Reviewer - Microsoft Internet Explorer

SendtDPositiolnManagem-' & @ | |J E | Cﬁ @ | o ° |”E@ X

=|81x

e |
./ | Job Code/Position Number Request Form A Ty
Wl J ! OHR & (£

Request Section- { 7o be completed by the CSD Branches) WIiTS # |44B1
Reason for Request: |Recru|tmem,fSe\ectlon Request Type:®*

Requestor's Mame: IF'Dner, Sharon IC/CSD Branch: [n]n=] I.JCf’PN -
Phione Mumber: |3E|1 h941462 Fax Mumber: 30148071098 IC Request:® PH Request:®
Employes Mame: ITthas, Patricia F Employes 10 |
Proposed Effective Date: IUE,IUUZEIEIE '7 CRADA Positions: Mo =

Date Sent to Branch l—
Eranch PM Reviewer IPDner, Sharon PM Reviewer 0441872005

Job Code Information Section- (7o be completed by the 8D Branches)

Job Code Mumber 012345 Fay Basis (P&/PD/PH) FPa, -

Cccupational Seriesi4-digit code) 0401 Functional Classification Category |11 -Research LI
Official Position Title Description IB\D|DgiS( Pay Plan G5 =

Manager Level (Supervisory Level) IS—NDnsuper\:lsDry ;I Special Pay Table (if applicable) I
FLS& Status Exempt 'I Salary Grade 0a -

Position Information Section- (7o be complieted by the CSD Branches)

Position Mumber I98765432 Full/Part-Time/Intermittent Full-Time 'I

ij)ﬁcia\ Supervisor Position Mumber (Reports 12345678 Regular Shift (if applicable) l—
Mame and Title of Official Supervisor IKE!I’] Kerr. Laboratory Chiet Standard Hours (Per \Week) &0

Position Occupied (Competitive /Excepted) ICompetmve 'l Egm‘ff)nsatm” Freguency (annual, Daily, Annual 'l
Comp Level Code (3 Digit Code) 911 Bargaining Unit 8888 'I

Date Position Classified IDQID?IQDDS '7 Union Code (if applicable)
Department (admin Code) IHNAM4 Target Grade of Position 11 =

Location Code/Position Location |24DT 30031 - Bethesda LI Functional Sensitivity Code IN-Mon-Computer 'I
Regular/Temporary (Position) IRegular - Job Sensitivity Code 1 Monsensitive -
Exempt Type IEI,ICTEerr -

Position Management Team Section- ( Fo be completed by the Position Management Tearm)

PM Team Issuer I # of Submissions to PM Team ID

Date Sentto PM Team I Date Completed By PM Team I

Date Sent to PM Team l— Date Returned From PM Team l—
Assistant Assistant

Created new job code

Job Code Mumber I Job Code Decision Incomplete request - return to requestor for correction/information
Feviewed position record - no request/action necessan

todified position number

Position Number I Position Mumber Decision Created new position number

Inactivated position nurmlaer

L Lv] L L

Comments

Comments =
=l




c. Branch PM Reviewer selects “Send to Position Management Team” and clicks on CE" to
forward the action to the CSD PM (Position Management) Team to process JCPN request.

ISeru:I Lo Posikian Managemnj E:%
]




3. PM (POSITION MANAGEMENT) TEAM ISSUER (CSD/OD)

3. a. The PM Team Issuer opens the Job Code/Position Number Request to retrieve.
b. Complete and issue the JCPN as appropriate. For example,

aRequest for Job Code / Position Number - Position Management Team - Microsoft Internet Explorer = | Ellil
IRequestcompI:&te-SendE'l & @ | |J E | c& | o ° | % @ b4
| [
ﬁ/ ' Job Code/Position Number Request Form Za
LN OHR & (£
oy —

Request Section- { Fo be completed by the 8D Branches) WITS # [4491
Reason for Request: |Recrunment,-"SeIect\0n Request Type:®

Requestor's Mame: IPoner, Sharoh IC/CSD Branch: IOD,-"EI JCPR 'l
Phone Mumber: |3015941482 Fax Mumber; ISDMEDWBB I Request:* FM Request;*
Employes Name: IThomas, Patricia F Employee ID: |
Proposed Effective Date: IDS,-"D‘IIZDDS T CRADA Positions: Mo -

Date Sent to Branch l—
Branch PM Reviewer IPDrter, Sharon P Reviewer 02/09/2005

Job Code Information Section- (7o be completed by the CSD Branches)

lob Code Mumber 012345 Pay Basis (PA/PD/PH) Pa -
Occupational Seriesi4-digit code) 0401 Functional Classification Category |11 -Research j

Official Position Title Description IEIiD\Dgist Pay Plan G5 =

Manager Level (Supervisory Level) IS—NDnsupeNiSDry j Special Pay Table {if applicable) I
FLS& Status Exempt 'I Salary Grade 0g -

Position Information Section- (7o be completed by the CSD Branches)

Position Murnber |E|8755432 Full/Part-Time/Intermittent IFuH—Tlme 'l

tOofgicial Superyisor Position Number (Reports  [h32eeas Regular Shift (if applicable) |—
Mame and Title of Official Supervisor |Ken Kerr, Laboratory Chief Standard Hours (Per Week) ISD

Position Occupied (Competitive/Excepted) ICDmpetit\ve 'I ggznrxljye)nsatlon Frequency (Annual, Daily, IAnnua\ 'I
Comp Level Code (3 Digit Code) 4911 Bargaining Unit IBBBB 'I

Date Position Classified IDEJDTIEDDS — Union Code {if applicable) I
Department (Admin Code) IHNAM4 Target Grade of Pasition 1 -

Location Code/Position Location |24DT 30031 - Bethesda j Functional Sensitivity Code IN—NDn—Computer 'l
Regular/Temporary (Position) IReguIar hd lob Sensitivity Code |1 Monsensitive 'l
Exempt Type IEI;’CTerror 'l

Position Management Team Section- { 7o be completed by the Position Management Team)

PM Team Issuer IPorter, Sharon # of Submissions to PM Team |1

Date Sent to PM Team IDE,’DB!ZDDE 04:46 Phd Date Completed By PM Team |D4J‘1 22005

Date Sent to PM Team l— Date Returned From PM Team l—
Accictant 04182005 Acsistant 04182005

Job Code Mumber |U12345 Job Code Decision

r 111

Modified position numkber
Created new position number
Inactivated position number =l

Position Mumber |98?85432 Position Mumber Decision

Comments

Comments

[
E




c. PM Team HR Specialist selects “Request Complete...” and clicks on C?? to assign the final
Job Code and/or Position Number for the action.

Note that this step will automatically enter the assigned Job Code and/or Position Number
into the New Position Information section JC/PN fields of the Recruit & Selection input
sheet and send an email notification to the HR Specialist and Branch PM Reviewer that the
JCPN request has been completed.

IRequest complete - Send Ej CES



4. HR SPECIALIST

HR Specialist and Branch PM Reviewer receive e-mail notification that Job Code/Position
Number request has been assigned/completed.

=10l ]

B WiTS - IC/PN Issuld - IC/PN - Message (HTML)

! FElle Edit Miew Insert Formak  Tools  Actions  Help
DuReply | SERepkto Al | i Forward | S Ba [ LA | v S 3 X | e - - AF | @ !
Sent:  Wed 2902005 5:03 PM

From: sp47e@nih.goy
To: spd7e@nib.gov; spd7e@nib. gov

o
Subject:  WiTS - JC/PN Issued - IC/PH

Tour action, WiTS # 4491, JC/PH, has been issued as follows: Actvated job code, Iodified posibon number, Your
TWITS record has automatically been updated. To wiew the job code / position mumber issued, open WiT3S transaction

from yvour workst.

a. HR Specialist opens Recruit & Selection action to retrieve, review, and complete any
remaining data fields relevant to this action on page 1 of the input sheet.

b. IMPORTANT: Specifically check to make sure that the JC/PN has been issued by the PM
Team—it will be automatically entered into the Job Code and/or Position Number fields in
the New Position Information section of the Recruit & Selection input sheet.

DHHSMATIOMAL INSTITUTES OF HEALTH )
HRA processes EHRP action

0 Office of
/ I Tuman Resources

Parfriers i Science

TRANSACTION INFORMATION ~ Required fields
Date SF-52 Recw'd Date Entered

VTS # AO's Email Address* Action Type*
4491 spa7e@nih.gow Recruitment iSelection ~ |l ozrogrzoos

Proposed Effective Date*

Administrative Code* Institute /C enter Organization Initials

HrAR 4

Priority Action Status Code Action Status
Active in HR -

HR Assistant® Farter, Sharon b | HR Specialist* Porter, Sharon - Farter, Sharon -

AP—— Ae——
bate Returned to 10 N b Returned o 1o

CURRENT EMPLOYEE/POSITION INFORMATION

Emplovee 1D First Name M L ast Name
e —
Position Title Pay Plan Series G rade Step Pay Band Pay Cluster

Job Code CAN

— I
TH Number 11111 Base Salary 48604 Total Salary 56371
Comcato 1ypo  ECENENNNNEI|  \ice

NEW POSITION INFO RMATIO N (Complete for any action where the Position Title, Series or Srade has changed, 8.0 Career Change )
o = o New MNew MNew Pay MNew Pay

New Position Title Plan Series F— Step Band Cluster

-
Nompeston  EITER EIEER— N—
Number 98765432 New Job Code 012345 New CAN I\
New totar Sotory P A

New T numoer [ o case Sorory

O R Y M INFORMATION

- = ey R
Orientation | — C oniact Phone Number
Orientaton Date Os/0ZiZ006 Duty Station Bethesda, MD Hire Type =~

Fingerprints
Re(i‘uir'ed _I Orientation Location JZEGEEEEREIE

COMMENTS I

Comments/Status




c. HR Specialist opens Recruit & Selection action to retrieve, review, and complete any
remaining data fields relevant to this action on page 2 of the input sheet.

a Recruit & Selection Process - HRA processes EHRP action - Microsoft Internet Explorer

d& B3¢ 20 0|3 X

|send to sPa
l

Recruit and Selection MI—
ma PG T v 3

DHHSMATIONAL INSTITLTES OF HEALTH

0 Office of
/ Human Resourees

Fartrars in Science

RECRUIT AND SELECTION * Required fields
Advertise Job* Readvertise Job m

Ann Number HHS/MIH-2005-3338 DEU Cert Number HHS/MIH-2005-3888-DE-1
Date Ann Opened 021152005 Date DEU Cert Reqst'd 03/04/2005

Date Ann Closed 02r28r2005 DEU Request Number 101

Multidisciplinary Pos. Date DEU Cert Issued 03/0472005

# of Positions Advertised* Date DEU to Select. Official 03/0572005

Date to Select. Official DEU Selection Date 04/06/2005
Selection Date Date DEU Cert Ret'd 04072004

Date Selection Rec'd in HR DEU Cancellation Date

Type of Selection Compeatitive Cancellation Date

Selection Type CareerfCareer Cond Appt = Date QH Cert Issued

Joh Offer Date 04/07/2005 EOD Date 05/01/2005
Job Offer Response Date 04/16/2005 NIH 2028 Req. for Travel m

SF -75 Info Required Date of HR Auth. of 2028
Date SF-75 Info Reqst'd Date Pre-Recruit Form Rov'd  Jueliniledilit]
Date SF-75 Info Rec'd Special Salary Rate m

NTE Date Priority Placement R
Date Pre-Recruit Form Sent IR REA

d. HR Specialist selects “Send to HRA” and clicks on C{!’ to forward the action to the HR
Assistant for EHRP processing.

|send to HRA | =l 3




5. HR ASSISTANT

HR Assistant receives e-mail or WiTS pop-up notification of new workitem.
a. HR Assistant opens Recruit & Selection action to retrieve.

b. Reviews and completes any remaining data fields relevant to this action on Page 1 of the
input sheet as necessary.

DHHEMNATIOMAL INSTITUTEE OF HEALTH

0 Office of
/ ITuman Resources

Partrers in Science

HRA processes EHRP action

TRANSACTION INFORMATION * Required fields
WITS # AOQ's Email Address* Action Type* Date SF-52 Recv'd  Date Entered

4491 spdTe@nih.gov Recruitment /Selaction - || 02952005
Administrative Code* Institute/C enter QOrganization Initials Proposed Effective Date*

Priority Action Status Code Action Status
Active in HR

HR Assistant* UGS HR Specialist* Porter, Sharon = HR SPA* Porter, Sharon =
Date nitiated Sent. [ RE Ol Date intiztearsent [N
Date Returned to 10 _ Date Returned to 10 _

CURRENT EMPL OYEE/POSITION INFORMATION

Employee D First Name M Last Name
Position Title Pay Plan Series Grade Step Pay Band Pay Cluster
Bialogist m 0401

position Number ||| NN o coce ] CAN BOEEEEEE
TK Number 1111 Base Salary 43604 Total Salary [ELEXR
corncae v NN vc

NEW POSITION INFORMATIO N(Caormplete for any action where the Position Tile, Series or Grade has changed, e.g. Career Change)

New Pay New New New New Pay New Pay
Flan Cariag Grade Step Band Cluster

eigoeer— o5 Sl Joo o S Ff -

New Position Title

ramver EECE v I
Sumber 987654312 NewJob Code  [JyBseldd New . AN

ORIENTATION INFORMATION
CSD Orientation Sharan Porter

Orientation M Contact Phone Number

Orientaton Date 05/02i2005 Duty Station Bethesda, MD Hire Type DCIG -
Fingerprints

RE(:uirIE(i u GO R (o] Bethesda, MD

COMMENTS

Comments/Status

Orientation Contact [EPrEFEYRUTS)




From Page 1, click on L3 to open Page 2 of the input sheet.

On Page 2, HR Assistant reviews and completes any relevant data fields in the Recruit &
Selection section of the input sheet and processes action in EHRP.

a Recruit & Selection Process - HRA processes EHRP action - Microsoft Internet Explorer

I8 313 @ 70 0[ta & x

et illlection |D ICPN | ]
2R QPGP Y ¥ > I

[send to sPa
I

DHHS/MATIOMAL INSTITLTES OF HEALTH

0 Office of
/ Human Resourees

Fartrers in Sclence

RECRUIT AND SELECTION “ Required fields
Advertise Job* m Readvertise Joh

Ann Number HHS/MIH-2005-8388 DEU Cert Number HHS/MIH-2005-85888-DE-1
Date Ann Opened 021152005 Date DEU Cert Reqst'd 03/04/2008

Date Ann Closed 025282005 DEU Request Number 101

Multidisciplinary Pos. Date DEU Cert Issued 03/0472005

# of Positions Advertised* Date DEU to Select. Official 03/05/2005

Date to Select. Official DEU Selection Date 04/0652005
Selection Date Date DEU Cert Ret'd 040712004
Date Selection Rec'd in HR DEU Cancellation Date

Type of Selection Cormpetitive j Cancellation Date
Selection Type Career/Career Cond Appt j Date QH Cert Issued
Joh Offer Date 0aroyrzang EOD Date 050172005
Job Offer Response Date 04/16/2005 NIH 2028 Req. for Travel m
SF -75 Info Required Date of HR Auth. of 2028

Date SF-75 Info Reqst'd Date Pre-Recruit Form Rov'd  ueialelieiliE

Date SF-75 Info Rec'd Special Salay Rate

NTE Date Priority Placement

Date Pre-Recruit Form Sent QiR REeili}d

c. HR Assistant selects “Send to SPA” and clicks on CE‘? to forward Recruit & Selection
action to the SPA.

fsend to P | =l 3



6. SPA
d. SPA receives e-mail or WiTS pop-up notification of new workitem.

e. SPA reviews pages 1, 2, and 3 and enters the Effective Date (and PSP/PCA dates if
appropriate) on page 3 of the Recruit & Selection input sheet.
On Page 1 1B spA reviews Transaction Information, Current Employee/
Position Information, New Position Information, and Orientation Information sections
of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

0}{ /? ‘l-}lﬁw::a;f Resources

Partners in Science

SPA Finalizes EHRP Action

TRANSACTION INFORMATION * Required fields
Action Type* Date SF-52 Recv'd _ Date Entered

Recruitment iSelection = |} 02ro9s20045 0208972005 12:09:58

Administrative Code* Institute/C enter Organization Initials Proposed Effective Date*

HR Assistant* Paorter, Sharon | BEEESERETEE Forter, Sharon = HR SPA* Fuorter, Sharon

-

Date Returned to 10 _ Date Returned to 10

CURRENT EMPLOYEE/POSITION INFORMATION
Employee ID First Name Ml Last Name

Position Title Pay Plan Series Grade Step Pay Band Pay Cluster
Biologist m 0401

position Number ||| NN o» coce ] CAN 88888888
THK Number 11111 Base Salary 48604 Total Salary [ELEIA

NEW POSITION INFORMATIOMN{Cormplete for any action where the Position Title, Series or Grade haschanged, e.g. Career Change.)

iti © New Pay New New New New Pay New Pay
New Positi Titl
ewrosition Hitle Plan Series Grade Step Band Cluster

nomver 012345 [
Number 48765432 New.Job Code 012345 New CAN

ORIENTATION INFORMATION

o CSD Orientation _Orientdion Contact
W D u Contact SUEL I Phone Number Bl ies
Orientaton Date 05/02/2005 Duty Station Bethesda, MD Hire Type R hd
Fingerprints _ _ _ Bethesda, MD
Required I | orientation Location [ )

COMMENTS

Comments/Status

-
-
-
-
-

CLASSIFICATION
Standard QC PD Position Audited -

Pos.Audit Start Date Pos. Audit Type -

Pos. Audit End Date Date Class Started

Date of Class. Allocation Date Class Completed

Date Position Number Reqst'd Date Job Code Requested

Date Position Number Rec'd Date Job Code Received




On Page 2 M 28 [¥ __ SPA reviews Recruit and Selection section of the Recruit &
Selection input sheet.

DHH3MATIONAL INSTITLTES OF HEALTH

0%{ /? ‘l-}lﬁwlr;ea;f Resources

Partners in Science

RECRUIT AND SELECTION

Advertise Job* Readvertise Job

Ann Number HHS/MIH-2005-8888 DEU Cert Number HHSMMIH-2005-8888-DE-1
Date Ann Opened 021172005 Date DEU Cert Reqgst'd 03042005
Date Ann Closed 02i28/2005 DEU Request Number 101

Multidisciplinary Pos. Date DEU Cert Issued 03i04/2005
# of Positions Advertised Date DEU to Select. Official 03/04572005
Date to Select. Official DEU Selection Date 04i06r2005
Selection Date Date DEU Cert Ret'd 04i07r2005
Date Selection Rec'd in HR DEU Cancellation Date

Type of Selection Competitive Cancellation Date

Selection Type CareerfCareer Cond Appt = Date QH Cert Issued
Job Offer Date 04i07/2005 EOD Date 05i01/2005

Joh Offer Response Date 0471 6/2005 NIH 2028 Req. for Travel
SF-75 Info Required Date of HR Auth. of 2028

Date SF-75 Info Reqst'd Date Pre-Recruit Form Rov'd  gubeiisTedilik]

Date SF-75 Info Rec'd Special Salary Rate
NTE Date Priority Placement
Date Pre-Recruit Form Sent  JiaRsR Pl

AWARDS

Award Type Award Amount

Justification Nominating IC

Individual/Group Award Period Start Date

Group Recipients Award Period End Date

CAREER CHANGE

— ey e

Career Change EOD
Other Reason Date

RESIGNATION

Date of Resignation Type of Separation Date to ER Office

Reason for
Resignation

F ederal Benefits Benefits Type ‘

RETURN TO DUTY

Date Exit Survey
Info Sent

e
Date

T42 CRS INFORMATION (FOR CLINICAL CENTER ONL

— "

T42CRSNTE Date




On Page 3 ) SPA reviews Pay section (only applicable if ATM, 3Rs, PSP and/or
PCA apply to this action) of the Recruit & Selection input sheet.

c. SPA enters Effective Date (and PSP/PCA dates if applicable) in SPA Action Processing
section of the Recruit & Selection input sheet.

DHH3MATIONAL INSTITUTES OF HEALTH

0}{ /? ‘l-}lﬁwlr;ea;f Resources

Partners in Science

PAY (including ATM, 3Rs, PSP and PCA

Amount of Increase
(percent)

Hew Total
Compensation

Amount of Increase
{dolar)

Dateto SPT

Date R etumed
From SPT

Date ATM Inkiated 04082004

Tota Compensation

Above the Minimum
(ATMV)
ATMApproved

o

ATM Step
Date ATM Approved [RENEIHUE]

Retention Bonus
NTE Date
Retention Bonus
Approval Date
Recruitment B onus
Approval Date
Relocation Bonus
Approval Date

Dateto NCC

3Rs | Retention Bonus Amit

Retention Bonus
Approved
Recruitment Bonus
Approved
Relocation Borus
Approved

Date Retumed From
HR Director

Hew Retention

Borus
Recruitment Bonus

Amt

Relocation
Allowance Art
Dateto HR Drector

Date Retumed From
NCC

Physician Special =

i a)‘: P! M| Scarce Speciaty Amt
PSP Start Date

=]

Geo Location Pay

PSP Stop Date Length of S ervice

Executive Position Exceptional Quals FT Status

Board Cert1 Board Cert 2 PSP Approved

PSP Approval Date

PCA PCA Start Date PCA Stop Date

HewPhysician Comp
Allowance

PCA Approved

PCA Annual Amt

Mission Specific
Allowance

PCA Contract Length

=]

PCA Approval Date

CHANGE IN SCHEDULE/HOURS

touorouyou | Tour of buty New | ENED| o s nvcco ||

Thoad Fouglaiel

od Hew

I e
Humber

Hummber Requested Humber Received

LWOP

ER Related ‘ Federal Benefits 1 Benefits Type

SPA PROCESSING

Effective Date* 05/0172005

SPA PSP Start Date SPA PSP Stop Date

SPA PCA Start Date SPA PCA Stop Date

SPA Comments

d. SPA selects “Action Completed” and clicks on C?’ to complete the WiTS Recruit &
Selection action to move it from the Active to the Archived bizcove.

| I.ﬁ.n:tiu:un Completed j C;{S
I



	1.  HR SPECIALIST

